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MTEOR Standing Request Training 

Mailers 

January 21, 2015 

This meeting begins at 2:00 p.m. EST 

 

Participant Event Plus Dial-In Number: 1 (844) 366-8108 

Conference ID: 59061118 
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Before We Begin 

 To join the teleconference, click “Communicate” from the WebEx 

menu bar, then click “Join Teleconference” 

 If you are using speakers you may hear an echo, for optimum 

results please use your headset 

● Decreasing the sound may help, but may not eliminate the issue 

 For best viewing, select “Full Screen” at the bottom left corner of 

your screen 

 To ask a question, click on the Question Mark on the WebEx 

controls, and submit your questions to one of the Panelists 

As an attendee, your phone is muted by default 
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Objectives 

 Review the basics of MTE, MTEOR and the standing request 

functionality 

 Understand the different types of requests 

 See the changes on the MTEOR Dashboard 

 Learn how to create and modify standing request templates in 

MTEOR  

 Learn how to manage and view individual standing requests  

 Review tools and resources 
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MTE Definition 

 Mail transport equipment (MTE) - MTE are any trays, flat tubs, 

sacks, sleeves, pallets and rolling stock used to transport mail 
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MTEOR Overview 

 Mail Transport Equipment Ordering system 

 A fast, reliable, and convenient place for you to request Mail 

Transport Equipment (MTE) online 
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Introduction to Standing Requests 

 This new functionality allows you to create multiple reoccurring 

requests with one template in MTEOR as well as:  

 

● Streamline communications between you and your Plant 

 

● Save you time from repeatedly placing the same request for MTE 

 

● Ensure you receive your MTE consistently 

The Standing Request functionality is now live! 
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Users Impacted by Standing Requests 

 The standing request functionality is available to Mailers who 

only receive MTE from their local Postal Plant 

 

● Local Mailers – Mailers who request MTE from a Postal Plant 

● Must receive MTE on a weekly basis to use the new standing request functionality 

 

● MTESC Mailers – Mailers who receive direct delivery of MTE from an MTESC  

● MTESC Mailers can still create one-time requests from Postal Plants  

● MTESC Mailers will continue to receive their standing orders from MTESC 
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 Understanding the differences between requests will help you 

tremendously! 

● Existing Functionality: A one-time request is a single request that is 

created by you for an individual need 

 One-time requests have request numbers starting with “R”  

 

● New Functionality: A standing request template allows user to 

create recurring MTE requests on a weekly basis  

 Standing request templates have template numbers starting “T” with 

different day codes 

 

● New Functionality: A standing request is displayed on your 

dashboard as a single request generated by a standing request 

template  

 Standing requests have request numbers starting with “S”  

 

Types of Requests 
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MTEOR Dashboard Changes 

The “Select Action” 

button allows you to 

create new requests for 

MTE 
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MTEOR Dashboard Changes 

Click to “Create a New 

One Time Request” or 

“Create a New 

Standing Request 

Template” The “Standing Request 

Templates” tab is available 

on your dashboard 

There are now different 

types of request numbers  
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Creating a Standing Request 

Template 
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Creating a New Standing Request Template 

Click here to create a new 

standing request template 
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Selecting the Postal Plant 

 Select a Plant for your MTE standing requests 

You can save your 

selections by 

check Make 

Default for Future 

Requests 
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This information is 

pre-populated with 

your information, but 

can be edited if 

needed 

Confirming the Point of Contact 

 Confirm your Point of Contact information  
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Choosing the Template Date Range 

 Select the start and end date for your standing request template 

Your standing request 

template must last for at 

least 30 days and cannot 

exceed 90 days from the 

current date of request. 

You will receive an email 

notification 14 days prior 

to your 90 day expiration 

date 

 

Once a standing request 

template expires after 90 

days,  you will have to 

create new standing 

request templates for 

approval 
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Selecting the Day to Receive MTE 

 Select the MTE type and quantity you want to request for the first 

day of the week 

You only see days that 

the selected  

Postal Plant is open.  

 

For example, Friday is 

not showing on this 

dashboard because the 

selected Postal Plant is 

closed on Fridays 
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Requesting Desired MTE 

 Choose the MTE type and quantity you want to request for the first 

day of the week selected 

Each request cannot 

exceed a 48-foot truck 

load capacity 

 

You may add multiple 

loads for this particular 

day’s requests 
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Selecting the Multiple Day(s) to Receive MTE 

 Select the MTE type and quantity you want to request for the 

another day(s) of the week if needed 

Click other days of the 

week to request MTE for 

multiple days 
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Requesting Other MTE 

 Use “Other MTE” to request MTE that is not on the list  

Click “Other MTE”, for 

MTE requests that are 

not on the list  

 

You must describe your 

MTE needs in the 

comment box 



20 

Completing the Request 

 Complete the standing request template by agreeing to the Terms 

and Conditions and hitting “Submit” 

Include any 

additional 

comments here 
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Completing the Request 

 

 

 

 Once a standing request template has been submitted, it shows on 

you MTEOR Dashboard in a “Pending Approval” status 

 Postal Plants review each standing request template and either 

approve or deny the template 

● Approved templates appear as “Active” on your MTEOR Dashboard  

 

● Denied templates appear as “Denied” on your MTEOR Dashboard 
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Viewing Standing Request Templates 

 View your standing request templates on the “Standing Requests 

Template” tab 

Standing request 

templates created for 

multiple days have the 

same template 

number with different 

day codes 



23 

Modifying a Standing Request 

Template  
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Modifying a Standing Request Template 

 You can modify a standing request template in “Active” status at any 

time during the 90-day period 

Click the template 

number or select 

the box and click 

“View Details” 
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Modifying a Standing Request Template 

 Click the “Edit” button to make changes 

Any changes to the standing 

request template must be 

approved or denied by the 

Postal Plant 
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Modifying a Standing Request Template 

 Review the point of contact information and modify as necessary 
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Modifying a Standing Request Template 

 Make any changes to the request dates, days, loads and MTE type 

and quantity for your standing requests  

 

You can add a load 

by click “Add Load” 

or delete a load by 

click the “x” next to 

the load number 

You can only 

modify the end date 

of the standing 

request template 
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Modifying a Standing Request Template 

 Update the comments as needed and then click “Submit” 

Include any 

additional 

comments here 
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Completing Request 

 

 

 

 Once a modified standing request template has been submitted, it 

shows on your MTEOR Dashboard in a “Pending Approval” status 

 Postal Plants review each standing request template and either 

approve or deny the template 

● Approved templates appear as “Active” on your MTEOR Dashboard  

 

● Denied templates appear as “Denied” on your MTEOR Dashboard 
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Active Standing Requests 
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Active Standing Requests 

 An active standing request template generates individual requests  

on the “Plant Request History” tab for each day and load 

Standing requests have 

request numbers 

starting with “S”  

 

One-time requests have 

request numbers 

starting with “R” 
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Active Standing Requests 

 You can view, withdraw and replicate individual standing requests  

 Postal Plants process standing requests the same way as one-time 

requests 

The replicate button 

creates a new one-

time request 

 

It does not replicate 

the standing 

request template 
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Deactivate Standing Request 

Template 
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Deactivate Standing Request Template  

 You can deactivate a standing request template in “Active” status at 

anytime during the 90-day period 

Click the template 

number or select 

the box and click 

“View Details” 
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Deactivate Standing Request Template  

 Click the “Edit” button  
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Deactivate Standing Request Template  

 In step 3, check the “Deactivate” box 
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Deactivate Standing Request Template  

 Once you check the “Deactivate” box and confirm you want to 

cancel the standing request template in the pop-up window  

 

 

 

Once you deactivate a 

standing request template, 

all open requests associated 

with the standing request 

template for this day are 

“withdrawn” 
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Deactivate Standing Request Template  

 You will see the “Deactivated Template” message in red once you 

successfully deactivated your standing request template   

 

Once a standing 

request template is 

deactivated, it 

change to an 

“Inactive” status on 

the MTEOR 

Dashboard 



39 

Tools and Resources 
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Tools and Resources 

 Review the webinar recordings and training materials on MTEOR 

RIBBS Page (https://ribbs.usps.gov/mteor)  

 

https://ribbs.usps.gov/mteor
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MTEOR RIBBS Webpage: 

https://ribbs.usps.gov/mteor 

 

MTEOR Help Desk: 

Hours: Monday-Friday, 7:00 a.m. to 5:00 p.m.(CST) 

Phone: 1-866-330-3404  Email: mteor@usps.gov  

 

https://ribbs.usps.gov/index.cfm?page=mteor
https://ribbs.usps.gov/index.cfm?page=mteor

